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1. PURPOSE /. 
2. 

and maintenance of CERCLA Administrative Record (AR) files and com 
accordance with: 

CERCLA Response Action3 
Rocky Flats Interagency Agreement (IAG) 
Rocky Flats Plant Policy 1-27. Administrative Rec 
1 -F78-ER-ARP.001, CERCLA Administrativ 

SCOPE 

Restoration Program Division (E 
ERPD. 

ocumt‘nt.4 generated for, or utilized by ERPD. 

f Responsible Parties for the Selection of Potential AR Documents 
otential AR Documents 

g Selected Documents as Appropriate for the AR 

rds Capture by AR Staff-Internal and External Records 
R Document Review Lists 

Review of AR files using the AR index 
Site Technical Administrative Record Review (STARR) Meetings 

This procedure is a total rewrite and revision bars are omitted. This procedure supersedes 
3-21000-ADM-17.02, Revision 0. 

OVERVIEW 

i This procedure describes and defines the functions necessary for the compilation of AR files 
for CERCLA response actions. Under $ 113 (i) of CERCLA, the judicial review of any issue 
concerning the adequacy of a response action is normally limited to the AR. For this reason, 
the AR must contain adequate documentation to explain and describe the decision process that 
leads to the selection of a particular response action. An AR includes not only the rationale for 
the selected remediation but must also document any courses of action which were considered, 
but ultimately rejected. The court will uphold the selection of the response action unless “the 
objecting party can demonstrate on the AR that the decision was arbitrary and 
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1. PURPOSE 
+ cs 
& 
0 
0 
0 
I accordance with: 

This procedure establishes and defines the requirements and responsibilities for the compilation 
and maintenance of CERCLA Administrative Record (AR) files and completed A R s  in 

8 Directive 9833.3A- 1, Final Guidance on Administrative Records for Selecting 
CERCLA Response Actions 

Rocky Flats Plant Policy 1-27, Administrative Record 

a ? I  
6. c)l 0 Rocky Flats Interagency Agreement (IAG) 

1 -F78-ER-ARP.001, CERCLA Administrative Record Program . 

2. 

3. 

SCOPE 

This procedure applies to Rocky Flats Environmental Technology Site (Site) Environmental 
Restoration Program Division (ERPD) personnel and subcontractors performing work for the 
ERPD. 

This 

This 
8 

8 

8 

8 

8 

8 

8 

8 

8 

a 

This 

procedure applies to all documents generated for, or utilized by ERPD. 

procedure addresses the following topics: 
Designation of Responsible Parties for the Selection of Potential AR Documents 
Selection of Potential AR Documents 
Identifying Selected Documents as Appropriate for the AR 
Transmittal of Selected Documents to AR Program 
Records Capture by AR Staff-Internal and ExternalRecords 
AR Document Review Lists 
Routine AR Document Types 
Review of AR files using the AR index 
Site Technical Administrative Record Review (STARR) Meetings 
Training 

procedure is a total rewrite and revision bars are omitted. This procedure supersedes 
3-21000-ADM-17.02, Revision 0. 

OVERVIEW 

This procedure describes and defines the functions necessary for the compilation of AR files 
for CERCLA response actions. Under 9 113 (j) of CERCLA, the judicial review of any issue 
concerning the adequacy of a response action is normally limited to the AR. For this reason, 
the AR must contain adequate documentation to explain and describe the decision process that 
leads to the selection of a particular response action. An AR includes not only the rationale for 
the selected remediation but must also document any courses of action which were considered, 
but ultimately rejected. The court will uphold the selection of the response action unless “the 
objecting party can demonstrate on the AR that the decision was arbitrary and 
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czpricious or otherwise not in accordance with law.” 1 

4. 

In addition to limiting potential litigation demands, 5 113(k) requires that the AR act as a 
vehicle for public participation in selecting a response action. To allow the public full 
participation in the selection of a response action, the AR should be a contemporaneous record 
with documents being compiled as they are generated or received. 

In addition to documents that describe the selection of the response action, the AR must also 
contain documents that reflect the participation of the public in the selection process and the 
agency’s consideration of the public’s concern. If the lead agency does not provide an 
opportunity for involvement of interested parties in the development of an AR, persons 
challenging a response action may argue that judicial review should not be limited to the AR. 

The site ARs are developed by proceeding through the following steps: 
Selection of potential AR documents by Subject Matter Experts 
Approval of documents by the Department of Energy, Rocky Flats Field Office (DOE, 

Maintenance and Distribution of AR files by AR staff 
Examination and Approval of AR files at a STARR meeting before the file is closed with 
the signing of the decision document (e.g., Record of Decision) 
AR files become permanent AR documents can no longer be added 

At this site, AR documents are submitted to the ERPD Project File Center (PFC) for processing 
before they are included in the AR files. This ensures that site records acceptance criteria are 
met and allows AR documents to be retrieved from the PFC without disturbing the official AR 
files which are stored in a limited access area. 

The result of this procedure is the receipt of all potential AR documents by the AR Program for 
the compilation and dissemination of AR files and ARs for all ERPD CERCLA response 
actions. 

DEFINITIONS 

Administrative Record (AR). The body of documents considered or relied upon in selecting a 
CERCLA response action. The AR serves two primary purposes: 1) to limit judicial review of 
issues concerning the adequacy of a response action to the Administrative Record; 2) to 
provide a vehicle for public participation in selecting a response action. . 

Administrative Record (AR) Coordinator. Individual within the site ERPD assigned to 
oversee the compilation and maintenance of Administrative Record files and final 
Administrative Records. 

142 U.S.C. 9 9613 (j)(2) (1988 & Supp. 1993), Civil Proceedings - Administrative Record. 
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Administrative Record (AR) File. A contemporaneously generated file comprised of 
documents that are considered to be relevant to the selection of a response action. An 
Administrative Record file continues to be managed as a file until the time of remedial decision 
approval, at which time it becomes an AR. 

Administrative Record (AR) Index. An index which is generated as AR files are compiled to 
provide convenient access to the AR documents. 

CERCLA. Comprehensive Environmental Response, Compensation, and Liability Act of 
1980 as amended by the Superfund Amendments and Reauthorization Act of 1986 (SARA). 

ERPD Proiect File Center (PFC). The ERPD facility where official, active ERPD records 
are collected, processed, protected, and maintained. 

Individual Hazardous Substance Site (IHSS). Individual locations where a suspected 
incident of contamination occurred where the putative contaminant(s) are identified as 
hazardous under RCWCERCLA. Perceived IHSS boundaries and properties may evolve as 
sampling, research, and interpretation progress at a site. 

Operable Unit (OW. Groups of IHSSs in a single management area. 

Ouerable Unit (OU) Records Coordinator. ERPD staff assigned to particular OUs or 
activities to assist in the capture of documents for the PFC. 

Record of Decision (ROD). A public document that explains which cleanup alternative(s) will 
be used for a specific project at National Priorities List sites. The ROD is normally based on 
information and technical analysis generated during the Remedial InvestigatiodFeasibility 
Study (RI/FS) and consideration of public comments. 

Routide Document Tvue List. A DOE-approved listing of document types that are clearly 
appropriate for inclusion into an Administrative Record. Documents meeting the criteria of 
this list do not require additional approval to be added to an AR file. 

Site Technical Administrative Record Review (STARR) Meeting. A meeting held 
immediately before the signing of a response action decision document (such as a the ROD) to 
review the Administrative Record file for completeness. STARR meetings should include 
representatives from the Environmental Protection Agency (EPA), the Colorado Department of 
Public Health and Environment (CDPHE), the DOE, RFFO, and the Site. 
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0 
5.1 ERPD Director 

Establish a CERCLA AR proprim 

Submit documents pertinent to hi.\/hc.r scope of work that he/she has determined is appropriate 
for inclusion in the AR files to thc- AK Coordinator as described in this procedure. 

5 2  ERPD Promam Manapers 

Designate individuals within their arc3 of responsibility to select and transmit potential AR 
documents to the AR Program. 

Ensure that their employees submit appropriate documents to the AR Coordinator as described 
in this procedure. . .  

Ensure that appropriate ERPD personnel receive the necessary training in CERCLA AR 
requirements. 

ERPD Manapers and Desimated Personnel 

. -  

53 a 
Submit documents pertinent to their scope of work that they have determined are appropriate 
for inclusion in the AR files to the AR Coordinator via the OU Record Coordinator as 
described in this procedure. 

Provide OU-specific technical information and scheduling information to the AR Coordinator 
to assist in the selection of potential AR documents. 

Review listings of potential AR documents and list their assessment as to the relevance of these 
documents for the AR files. 

I Participate in STARR meetings for response actions as appropriate. 

Review the contents of the AR files for their OUsProjects on a regular basis and notify the 
appropriate AR Specialist of any perceived deficiencies. 

Notify the AR Coordinator of any pending public comment period at least two months in 
advance. This period of notification may be modified for accelerated actions. 

Attend the AR CERCLA Requirements and ERPD AR Process training. 

5.4 ERPD OU Records Coordinators * 
Ensure that documents submitted for the AR files are properly identified with a completed 
cover sheet as described in this procedure. 
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5.4 ERPD OU Records' Coordinators (continued) 

Ensure that documents submitted for the AR files include two copies of each document (one 
copy for the AR and one copy for the PFC). 

Ensure that documents submitted for the AR files are complete, or include a written 
explanation of the deficiency. 

Ensure that documents submitted for the AR files are submitted to the PFC for processing. 

Attend the ERPD AR Process training. 
. .  

5 5  ERPD Proiect File Center Personnel (functional title) 

Ensure that one copy of each document submitted for the AR files and accepted by the PFC is 
transmitted to the AR staff with the accompanying cover sheet after the document has been bar 
coded. 

Ensure that one copy of each document submitted for the AR files which is not accepted by the 
PFC is transmitted to the AR Coordinator with the accompanying cover sheet. 

Ensure that all records appearing in the PFC database which are indicated as potential or actual 
AR documents are retained. 

Attend the ERPD AR Process training. 

5.6 ERPD Administrative Record Coordinator 

Ensures that documents received from the appropriate contractor personnel are submitted to the 
DOE, RFFO for AR approval. Documents meeting the Administrative Record Routine 
Document Type List will be added to the AR files without requiring additional review. 

Ensures that contractor documents receive all appropriate classification reviews before being 
made available to the public. 

Ensures that DOE-approved documents are placed into the AR files and distributed to the 
public repositories as specified by the IAG. 

Participates in all STARR meetings. 

Ensures AR required training is made available to all ERPD personnel. 

Contacts the DOE RFFO, EPA, and CDPHE to obtain necessary documents for the AR files. 

Provides a vehicle to permit convenient review of the contents of AR files by OU Managers 
and designated ERPD personnel. 
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@ 5.6 ERPD Administrative Record Coordinator (continued) 

Ensures that an AR Specialist is assigned to support every ERPD managed CERCLA response 
action. In most situations, these response actions will be organized by the OU or the project. 

5.7 ERPD Administrative Record SDecialists 

Ensure the AR Coordinator is notified of any significant omissions in the AR files for which 
they are responsible. 

Review documents outside the submission process described in this procedure for relevance to 
the AR. Document sources may include, but are not limited to historical site documents, DOE, 
W O ,  EPA, CDPHE, and subcontractors. 

Prepare AR document review lists for approval by OU Managers or designated ERPD 
personnel. 

. Prepare the AR document review lists for approval by the DOE, RFFO. 

Ezsure that all documents apprwed for the AR files meet AR quality criteria before being 
added to the AR files. “Best available copy” documents may be added to the AR files with 
appropriate notices. 

Ensure that documents approved for the AR files are abstracted, indexed, and entered into the 
AR database. 
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6.1 Designation of ResDonsible Parties 

ERPD Operations Managers 
[I] Assign personnel who will be responsible for identifying potential AR documents. 

All OUs/projects requiring AR support shall be represented by a designated person 
responsible for the submission of potential AR documents. There may be more than one 
person designated for each OU/project, and alternately, one person may be designated for 
multiple OUs/projects. 

[2] Notify the AR Coordinator of each OU Manager or designated personnel who will be 
responsible for the submission of potential AR documents and which OUs/projects they 
will be responsible for. 

[3] Notify the AR Coordinator of any changes in personnel responsible for the submission of 
potential AR documents. 

Selection of Potential AR Documents 
. . .  . 

6.2 

ERPD Director/OU Manager or Designated Personnel 
[ 13 Documents shall be selected for the AR files based on the general guidance provided in 

Appendix 1 and the examples provided in Appendix 2. 

[2] IF there is any question whether a document is appropriate to submit to the AR file, 
THEN the document should be submitted and the final decision on inclusion will be 
made by the DOE, RFFO. 

6 3  Identifving Selected Documents as ADproDriate for the AR 

ERPD Director 
[l] Obtain cover sheet(s) from the AR coordinator. 

[2] Attach a cover sheet to each document or group of documents which have been selected 
for submission to the AR. 

[3] Complete the cover sheet with the following: 
Date completed 
Initials 

Notes (if required) 
Number of documents (if more than one are attached) 

[4] Copy the AR on all self-generated correspondence which is to be submitted to the AR as 
follows: “Administrative Record (2)”. One copy will be provided to the PFC. The cover 
sheet described in Step [2] will also be attached to the correspondence. 

\ 
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Identifying Selected Documents as ADpropriate for the AR (continued) 

ERPD Administrative Record Specialists 
[5] Perform a review on a minimum of five percent of the program documents received in 

the PFC. 

Identify documents that are appropriate for the AR which have not been submitted 
through the process outlined in this procedure. 

Notify the responsible OU Manager or designated person of all AR-relevant documents 
received by the PFC that had not been identified for inclusion into the AR. 

s 
zll 

s 
0 
0 

1 

[6] 
i., 
6' 

[7] 

6.4 Transmittal of Selected Documents to AR Program 

ERPD Director/OU Manager or Designated Personnel 
[l] Transmit two copies of all documents selected for the AR to the appropriate ERPD OU 

Records Coordinator. 

- -  

One copy will be placed in the PFC and one copy will be delivered to the 
AR program. 

[2] Ensure that the documents include all attachments or enclosures. 

[3] IF there are any exceptions, .- 
THEN add a note on the AR cover sheet. 

ERPD OU Record Coordinators 
[4] Receive copies of documents identified for submission to the AR. 

[5] Ensure that all'document(s) submitted for the AR are accompanied by a completed cover 
sheet. 

[6] Ensure all document submissions to the AR are complete by performing the following: 
0 Include all attachments or enclosures 

Include two copies of each document 

[7] Resolve all document deficiencies with the OU Manager or designated person submitting 
the documents. 

[8] Transmit both copies of each document selected for the AR and the attached cover sheet 
to the PFC. 



c 

opriate for the AR (continued) 
-- 

ERPD Administrative Record Specialists 
[5] Perform a review on a minimum of five percent of the progra 

the PFC. 

Identify all documents that are appropriate for the AR 
through the process outlined in this procedure. 

Notify the responsible OU Manager or designa 
received by the PFC that had not been identifi 

ments received in 

[6] have not been submitted 

[7] 

Records Coordinator. 

AR program. 

nclude two copies of each document 

olve all document deficiencies with the OU Manager or designated person submitting 

Transmit both copies of each document selected for the AR and the attached cover sheet 
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ERPD Administrative Record Coordinator 
IF' documents to be submitted to the AR by authorized DOE, RFFO 
personnel are received, 
THEN transmit two copies of documents submitted by the DOE, RFFO to the PFC, 
accompanied by a completed AR cover sheet. 

[9] 

ERPD Project File Center Personnel 
[ 101 Ensure that both copies of each document selected for the AR are received. 

NOTE 1: 

NOTE 2: 

The acceptance criteria of each record must be met for  the document to be 
accepted by the PFC. 
The PFC will process the document before being transmitted to the 
AR program. 

[ 1 13 Ensure that the document(s) meet record acceptance criteria in accordance with 
2-G18-ER-ADM-17.01, Records Capture and Transmittal. 

[I21 IF any documents do NOT meet the acceptance criteria, 
THEN complete a deficiency form and submit one copy to the AR coordinator. 

[ 131 Bar code each pair of documents with identical bar code numbers that are submitted to 
the AR. 

[ 141 Transmit one copy of each bar coded document selected for the AR and the attached 
cover sheet to the ERPD Administrative Record Specialists. 

ERPD Administrative Record Specialists 
[ 151 Receive bar coded documents submitted to the AR and the accompanying cover sheet. 

[16] Edit the PFC database to indicate what documents have been received for the AR. 

[ 171 Add the AR document number to the appropriate record(s) in the PFC database. 

Records CaDture bv AR Staff - Internal and External Records 6 5  

ERPD Administrative Records Coordinator 
[l] Identify potential sources for necessary AR documents outside the scope of this 

procedure and schedule document reviews by AR staff. Potential sources include, but are 
not limited to: 

EPA (Public document centers) 
CDPHE (Public document centers) 
DOE,RFFO 
Subcontractors 
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Records Capture bv AR Staff - Internal and External Records (continued) 

[2] Identify needed historical document capture, identify sources, and schedule reviews. 

Review of document source external to EG&G Rocky Flats will be arranged following 
the appropriate chain of command. 

0 
0 
0 

I 

a SI 

6.6 
- -  

[3] Modify extent of review of PFC documents based on results of E a D  Administrative 
Record Specialists PFC review results. 

ERPD Administrative Record Specialists 
[4] Review potential AR documents at external records sources as assigned. 

[5] Review potential historical AR documents as assigned. 

[6] Perform a review on a minimum of five percent of documents received in the PFC. 

[7] Identify documents thought to be appropriate for the AR which have,not been 
submitted through the process outlined in this procedure. 

[8] Transmit two copies of the selected document to the PFC. 

AR Document Review Lists 
-- 

ERPD Administrative Record Specialists 
Generate review listings of potential AR documents for transmittal to OU Managers or 
designated personnel. 

[ 13 

ERPD Administrative Record Coordinator 
[2] Transmit review listings of potential AR documents to OU Managers or designated 

personnel. 

Review listings will be generated and transmitted on an as-needed basis. 

ERPD OU Manager or Designated Personnel 
[3] Review listings of potential AR documents generated and transmitted by the AR staff. 

[4] Indicate for each document listed whether documents should be included in the AR 
files. 

This review provides an opinion only, the final determination is made by the DOE, 
RFFO. 

[5] Return the completed review listing to the AR staff by the date indicated on the 
transmittal. 
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Records Capture bv AR S taff - Internal and External Records (continued) 

[2] Identify needed historical docum 

Review of document source exte 
the appropriate chain of command. 

Modify extent of review of PFC 
Record Specialists PFC review results. 

[3] 

ERPD Administrative Record Specialists 
[4] Review potential AR documents 

[5] Review potential historical AR 

[6] Perform a review on a minimu 

[7] Identify all documents thought 
submitted through the process 

[8] Transmit two copies of document to the PFC. 

@ 6.6 AR Document Review Lists 

tial AR documents for transmittal to OU Managers or 

1 AR documents to OU Managers or designated 

d transmitted on an as-needed basis. 

ents generated and transmitted by the AR staff. 

er documents should be included in the AR 

This review provides an opinion only, the final determination is made by the DOE, 

[5 ]  Return the completed review listing to the AR staff by the date indicated on the 
transmittal. 
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6.6 AR Document Review Lists (continued) 

ERPD Administrative Record Specialisls 
[6] Record the opinions marked for each document on review lists completed by OU 

Managers or designated personncl. 

[7] Generate review listings of potential AR documents for transmittal to the DOE, RFFO. 

Each document listed will indicatc the opinion provided during the contractor review, or 
whether the document was suhmitted by the contractor. 

\ 

ERPD Administrative Record Coordinator 
NOTE: Review listings nil1 Kenrrcill! he transmitted to the DOE, RFFO on a biweekly 

basis. The frequenqv (4 rcqiiiring DOE, RFFO review is subject to change based 
upon public participarion rictions. 

[8] Transmit review listings of potcntial AR documents to the DOE, RFFO. 

[9] IF there are differences between the contractor and the DOE, RFFO on the determination 
of whether documents shouid btt added to the AR files, 
THEN notify DOE, RFFO AR counterpart as required regarding document determination 
which would adversely affect the integrity of the AR. 

The appropriate ERPD OU Manager or designated individuals will be contacted when 
substantive issues arise in the process of DOE, RFFO review. 

ERPD Administrative Record Specialists 
[ 101 Record the determinations of the DOE, RFFO on whether the documents listed are to be 

added to the AR files. 

[ I  I ]  Process DOE, RFFO-approved documents for the AR files. 

6.7 Routine AR Document TvDes 

ERPD Administrative Record Coordinator 
[ l ]  Generate and update a listing of Site document types that are clearly appropriate for 

inclusion into an Administrative Record. 

[2] Submit Routine Document Type list and all subsequent updates to the DOE, RFFO for 
approval. 

0 ERPD Administrative Record Specialists 
[3] Process documents that fall under the criteria of the Routine Document for the AR files. 
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a 6.8 Review of AR Files Using the AR Index 

ERPD OU Manager or Designated Personnel 
[l] Review the index for the AR file(s) for which they are responsible on an as-needed basis. 

Frequency of review should be based on initial determination of contents, level of activity 
for the OU/project, and any upcoming public comment periods or public hearings. 

ERPD Administrative Record Coordinator 
[2] Provide convenient access to the AR index as requested. 

6.9 Site Technical Administrative Record Review (STARR) Meetinm 

ERPD OU Manager or Designated Personnel and Administrative Record Coordinator 
[l] Participate in the review of the AR for completeness at least two months before the 

signing of response action decision document (such as the ROD). 

The timing of the review may be modified to a later date for accelerated response actions. 

7. RECORDS 

Management of all records is consistent with 1 -77000-RM-001, Records Management 
Guidance for Record Sources. 

ERPD Records Source/ERPD Manager 
[l] Ensure that the original and one copy of the following quality-related records, as 

appropriate, are transmitted to the ERPD Project File Center in accordance with 
2-G18-ER-ADM-17.01, Records Capture and Transmittal: 

Records Transmittal Form 
e 

* 
0' 

0 Documentation of Authenticity 

Records Package Table of Contents Form 
Documentation of Lost or Damaged Records 
Documentation of Best Copy Available 

Submission of record copies to the ERPD PFC satisfies Administrative Records 
requirements, as defined within this procedure. 

There are no nonquality records generated by this procedure. 
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ADMINISTRATIVE RECORD DOCUMENT IDENTIFICATION 

In assessing the relevance of a documenr lo thc AK. there are two basic questions: 1) Could the document 
be used or relied upon in deciding how IO clean up an IHSS, OU, or Site?; and 2) Will the document be 
used to inform or involve the public in  the clean up of OUs at Rocky Flats? A document does not need to 
be specific to an OU to be considered for its remediation. An example would be a document outlining 
procedures for protecting endangered specie\ at K c x k y  Flats. While this does not address itself to any 
particular OU, all proposals for remediation would have to take the endangered species procedure into 
consideration. 

Much of the documentation such as validated sampling data, treatability studies, or sampling plans is 
clearly relevant. Most of the documentation is nor straightforward. For example, when is a budget 
decision strictly administrative and when doc3 ir influence the selection of the response action? 
Memoranda may provide concrete direc:ion or may simply be an airing cif ideas. What the courts are 
looking for in the AR is evidence that the decision in selecting a response action was not arbitrary and 
capricious, but on the best available informar ion. 

Below are some specific types of documents that would be included in the AR followed by a section on 
documents generally excluded. 

In accordance with 40 CFR 300.810, the AR for the selection of a response action may contain the 
following types of documents. 

1. Documents containing factual information and data and analysis of the factual information and data 
that form a basis for the selection of a response action, are as follows: 
0 Comprehensive Environmental Analysis and Response Program (CEARP) reports 

Remedial InvestigationFeasibility Study (RI/FS) Work Plan 

Sampling and Analysis Plan (SAP), consisting of a Quality Assurance Project Plan 

Validated and verified sampling and analysis data 

0 

0 Amendments to the Final Work Plan 

(QAPjP) and Field Sampling Plan 
0 

0 

0 Chain of Custody forms 
0 Site inspection evaluation reports 
0 Data summary sheets 
0 Technical and engineering evaluations performed for the site 

OU-specific health and safety plans 
Documents supporting the lead agency's determination of imminent and substantial 

Documentation of applicable or relevant and appropriate requirements 

Remedial InvestigationsRCRA Facility Investigations (RFI/RIs) 

Data submitted by the public, including potentially responsible parties (PRPs) 

0 

0 

endangered assessment 
0 

0 RI/FS report 

0 RFYRI Technical Memorandums 
0 

0 
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2. Documents received, published, or made available to the public for remedial actions or removal 
plans, such as: 

Community Relations Plan 
Proposed Plan 

Documentation of public meetings 
Transcripts of public meetings 
Responses to public comments 

Public notices of AR availability and public comment periods 

Responses to comments from state or federal agencies 

3. Other information such as: 
Documentation of state involvement 
Health assessments 
Risk assessments 
Natural Resource Trustee notices and responses, findings of fact, final reports and natural 
resource damage assessments 
Decision documents rising from dispute resolutions 

4. Decision documents such as: 
Interim Measurehtenm Remedial Action (IM/IRA) 
Corrective Action DecisiodRecord of Decision (COD/RODs), including responsiveness 
summary 

Amended RODS and underlying information 
Explanations of significant differences 

5 .  For CERCLA sites with a history of RCRA activity, any relevant RCRA information that may be 
considered or relied on in selecting the CERCLA response action. 

1 
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DOCUMENT TYPES FOR ROUTINE INCLUSION INTO 
THE ADMINISTRATIVE RECORD 

FACTUAL INFORMATION 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11.  
12. 
13. 
14. 
15. 
16. 
17. 
18. 

- -  

Preliminary Assessment (PA) Report (or equivalent) 
Site Investigation (SI) Report 
Remedial Investigatiofleasibility Study ( RVFS) Work Plan 
Amendments to the Final Work Plan 
RVFS Report 
RCRA Permit Application (Part A and Pan B) 
RCRA Facility Assessment Report 
RCRA Facility InvestigatiodCorrective Measures ( W C M S )  Study Work Plan 
RFVCMS Report 
RFI/RI 
Quality Assurance Project Plan (QAPjP) 
Operating Unit (OU) Work Plans and Standard Operating Procedures (SOPS) 
Baseline Risk Assessment Technical Memoranda 
OU/Action Specific Health and Safety Plans 
Sampling and Analysis Plans 
Interim Measurefinterim Remedial Action Treatability Studies 
Historical Release Report (HRR) 
Data Summary Sheets 

- 

PUBLIC PARTICIPATION 

1.  Community Relations Plan 
2. 
3. 
4. 
5. 

6. Public comment 
7. 

Newspaper articles showing general community awareness 
Transcripts of formal public hearings 
Documentation of informal public meetings 
Public notices concerning response action selection, such as notices of availability of information, 
notices of meetings, and notices of opportunities to comment 

Responses to significant comments received from the public concerning the selection of a response 
action 

REGULATORY AGENCY INVOLVEMENT 0 
6 
ta I .  
c) 
o 2. 
0 , 3. 

Draft submitted by DOE, RFFO to the regulatory agencies for review 
Comments from a regulatory agency to DOE, RFFO (directly or through EG&G) 
DOE, RFFO response to comment received from regulatory agency 

? I  a 

k 
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DOCUMENT TYPES FOR ROUTINE INCLUSION INTO 
THE ADMINISTRATIVE RECORD 

FACTUAL INFORMATION 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 

Preliminary Assessment (PA) Report (or equivalent) 
Site Investigation (SI) Report 
Remedial InvestigatiodFeasibility Study (RI/FS) Work Plan 
Amendments to the Final Work Plan 
RVFS Report 
RCRA Permit Application (Part A and Part B) 
RCRA Facility Assessment Report 
RCRA Facility Investigation/ 
RWCMS Report 
RFIIRI 
Quality Assurance Project Plan (QAPjP) 
Operating Unit (OU) Work P 
Baseline Risk Assessment 
OU/Action Specific Health 
Sampling and Analysis Plans 
Interim Measurefinterim R 
Historical Release Report (HRR) 
Data Summary Sheets 

PUBLIC PARTICIPATION 

neral community awareness 

lection, such as notices of availability of information, 

concerning the selection of a response 

REGULATORY AGENCY INVOLVEMENT 

1 .  
2. 
3. 
4. Notice of violation 

Draft submitted by DOE, RFFO to the regulatory agencies for review 
Comments from a regulatory agency to DOE, RFFO (directly or through EG&G) 
DOE, RFFO response to comment received from regulatory agency 
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DECISION DOCUMENTS 

I .  
2. Record of Decision (ROD) 
3. Explanations of significant differences 

Interim Measurehterim Remedial Action Plan (IM/IRA) decision documents 

4. Amended ROD and underlying information _ .  

OTHER 

I .  Proposed Action Memorandum (PAMs) 
2. 

3. 

Documents on issues giving rise to decisions from the dispute resolution procedures of Parts 12, 16, 
and 27 of the Interagency Agreement, and the decision itselves 
Updates and addendums to routine documents and formerly approved documents will also be 
considered routine 

1 This is specifically called out in Part 44, p232 of the Interagency Agreement 
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SAMPLE ADMINISTRATIVE RECORD COVER SHEET 

OU 15 DOCUMENTS FOR ADMINISTRATIVE RECORD FILE 

TWO COPES OF THE ATTACHED DOCUMENTS H A t T  
BEEN SELECTED FOR POSSIBLE INCLUSION INTO THE AR FILE 

NOTES: 

Documents are to be given to your OU Records Coordinator 



ADMINISTRATIVE RECORD 2-S65-ER-ADM-17.02 
DOCUMENT IDENTIFICATION REVISION 1 
AND TRANSMITTAL PAGE 22 of 22 

APPENDIX 4 
Page 1 of 1 

AR FLOWCHART 

ERPD Operations Manager 
Potential Documents 

(Two Copies) 

ERPD Director 
Attach Completed AR 

Cover Sheet 

ERPD Director, OU Mgr, or 
Designee 

Transmit copies to 
OU Records Coordinator 

OU Records Coordinator 
T:ansmit copies to 

Project File Center (PFC) 

Ac 
Bar Code Documents I 

AR Copy PFC Copy 

Process and Store in PFC 
N3 as Active File 

AR Specialist 
General Review Listing 

YES 

I I 

AR Specialist AR Coordinator 
Transmit to DOE, RFFO 

for Final Review 
Place in AR Files 

N3 AR Coordinator 
Reject Documents 


